Instructions for Completing an online Capital Expenditure Reguest

e Log into the School Nutrition Technology System at https://www.ncchildnutrition.org

e Select “Application” tab

e Select “Capital Expenditure Request”
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o Select “Create New Request”
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e Complete “Contact Information” (Items 1-4)

Contact Information

Galutation First Nams
1. MName:
‘ 2. Email Addreszs:
3. Phone: Ext:
4. Title:

Last Name

Fax:

e Complete “Capital Expenditure Items” (Item 5)

Capital Expenditure Items

5. By Federal law, NCDPI must approve, in advance, any capital expenditures in excess of $5,000 or the SFA fixed asset
threshold, whichever is less. Complete the fields below to submit your capital expenditure request to NCDPI.

New or Cost per % Paid by
Item Location | Type of Item Replacement Quantity Item Total Cost | Program Funds
1. New [+] 0 £0.00 $0.00 0%
‘ 2. New [=] 0 £0.00 £0.00 0%
3. New [+] o £0.00 $0.00 0%
4. New [=] 0 £0.00 $0.00 0%
5. New [~] 0 £0.00 $0.00 0%
Total Capital Expenditure $0.00

o Item Location = School Name

o Type of Iltem = General Description of equipment being purchased (for example,

3 door reach-in cooler)

o Select “New” or “Replacement”

o Quantity = Number of items to be purchased for this location

o Cost Per Item = Include cost of equipment

o Total Cost = Automatically calculated based on quantity and cost

o % Paid by Program Funds = Percent of Child Nutrition funds used to purchase

equipment.

e Complete “Comments” (Item 6) if needed

5. Comments:

—



e Select “Save”

Cancel

e Select “Finish”

The Capital Expenditure Request has been processed.
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The Capital Expenditure Request allows up to five (5) pieces of equipment to be entered at a
time. If the SFA is purchasing more than this, simply complete a new request.

The System will automatically send an email notifying the State Agency that the request has
been submitted and is ready for review and approval.



